
 

 

 

Tips for a Successful Orientation 
Welcome to CARE. Here are some tips to help you become an effective, fully 
contributing member of CARE. The following tips are provided to make your first days as 
easy and as stress-free as possible:  

1. Be Prepared  
Spend time learning about your office, CARE, and the work you will be doing. 
Get a jumpstart on CARE information by asking for resources and materials 
ahead of time.  
 

2. Complete All Paperwork 
Ensure that you have completed or provided the items that were requested in 
your offer letter. Ensure that you have completed any security forms that were 
requested. This could slow or delay your starting work. 

 
3. Meet Your Coworkers 

When you report to your office you should become familiar with the office area 
and your new co-workers. Instead of sending emails, pick up the phone or get 
up and walk around.  Also, you can schedule time for lunches and coffee breaks 
with your colleagues.  

 
4. Ask Questions/Ask for Help 

Everyone has been new before and understands you will need to ask questions. 
It is better to ask the questions upfront than to wait until it is too late. Ask your 
manager who you need to approach when you need help.  
 

5. Take Notes and Go to Orientation 
During your first couple of days at CARE you will become inundated with 
information. It is helpful to carry around a notebook and write important 
information down.  Some offices offer a face-to-face orientation while others 
offer an orientation session one-on-one. If it is not in your schedule, be sure to 
ask your manager or HR representative to help you schedule an orientation 
session.  
 

6. Read Carefully 
Make sure to review the materials that are given to you: Human Resource 
Manual, orientation materials, Office Reference Guide, Safety and Security 
handbook... All materials given to you have important information to help you in 
your new role. Take 5-10 minutes each day to review the materials. Remember: 



 

 

do not hesitate to ask follow-up questions.  
 

 
7. Find a Orientation Mentor/Guide 

There is not a formal system for appointing orientation mentors at CARE. It may 
beneficial to locate a colleague who can act as a mentor/guide during your first 
few weeks.   
 

8. Use Your Checklist and Meeting Schedule 
The checklist was created to help you navigate through your first weeks at CARE.  
It will also help you see if you are missing anything important. Your manager 
should provide you with a meeting schedule for important meetings. If you did 
not receive this on your first day, you need to ask for one.  
 

9. Be Patient! 
CARE is a complex organization and it will take time to understand it. If you read 
your materials, ask questions, and meet with your colleagues, you will find 
yourself understanding the organization more and more.  

 


